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OFF ICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

APPLlCATlON FOR RECORDS RETENTION SCHEDULE * 

IMTRUCTIONS: See Publicatbn No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 336 Capitol Avenue, Atlanta. Georgia, 30334, 
Attention: Schedulina Section. 

Earliest Latest 

1971 1 To Date 

1. Agency Address ' 
Georgia Por t s  A u t h o r i t y  
Operat ions D i  v i s i o n  
Post O f f i c e  Box 2406 
Savannah, Georgia 31 402 

2. Person to Contact Working 77th Telephone Number 

I n  Bond Ships F i l e s  

Sandra Jones 
3. Action Requested 

a- Ei Estaoiisn Retention ewrd will continue to  accumulate. 
b. 3 Dispose of wesent no further accumulation anticipated. 
c. 0 Amend Amlication No. Checkone: 0 Chanqe; 3 Supercede; 0 Void 

4. Dates of Series I 5. Records Series Title (followed by title used in office: if different1 

lnduded are: Ships'  f i l e s  on i n d i v i d u a l  s h i p s  and invoices.  Wheh cargo i s  
discharged a t  another p o r t  and then shipped t o  t h e  Au tho r i t y ,  
I t  Is s a i d  t o  be shipped " i n  bond." 

File is  arranged: A lphabe t i ca l l y  by sh ip  name. 

3. Monthly Rderenca Rate How often are records referred to which are: 
One to six months old da I Y ; Seven to twelve months old 3-4 ; Thirteen to twentyfour months old 1 
twenty-five months and older 1 ? - 

3. Annual Rata of Accumulation of Recards 
1 box per 2 years Lmw-size drawers ; Legak ia  drawers ; Shelves ; Other (specify/ 

R - 5 6 - 7 3 ;  RW. ?(I (Ovrrl 



1 

I 4 

11. Retention Requirements The following requires the series to be kept: 

a. State Law t years. 1. Audit period years. 
b. Statute of limitation 7 years. e. Administrative need years. 
c. Federal law years. f, Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative nee$ ~ ' 1 
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12 Aoywed Disposition Instructions This agency recommendithat h e  file b r i e s  be cut otf a t  _ _  thb end of each: ~. 

i . -0 kalendar.Year: U Fi-1 ~- year; 0 ~- Other . .  men, .~~ ,~ 
. ,. 
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[9 Hold in the current files area 6 month($ year($); then 
B Transfer to local holding area, hold 

! ' 0 Trarirfer tostate R h r d s  Center;. hold 
I ' Q  Demoj. 

2-r . year(s); then trzmsf,e.r  to^ d e a d  stora,ge, h o l d  5 years i t h e n  
I . .  . -  

vear(s);*in ~ ~- 
.~ 

.. 
. . .  . ,  

. .  . 0 Transfer to State Ariives'for . .  per-maneht retention. ~ ~ . .  

:b Other (Specify) ' ~ ~ 

These instructions apply to al l  prior and future accumulations of the series. 

lecommendatiom in para- 
Faph 12 are approved. 
If disappmd, attach lettsr 
if qplanatiw.) 


